Department of Defense

INSTRUCTION

NUMBER 1332.37

June 29, 1994
Incorporating Change 1, August 5, 1994

USD(P&R)
SUBJECT: Program to Encourage Public and Community Service Employment

References: (a) Sections 4403 and 4462 of Public Law 102-484, "National Defense

Authorization Act for Fiscal Year 1993," October 23, 1992

(b) Section 561 of Public Law 103-160, "National Defense Authorization
Act for Fiscal Year 1994," November 10, 1993

(c) DaD Instruction 1340.19, "Certification of Public and Community
Service Employment of Military Retirees," November 17, 1993

(d) DoD Instruction 1332.36, "Pre-separation Counseling For Military
Personnel,” February 14, 1994

(e) Section 5532 of title 5, United States Code

(F) Section 501 of title 26, United States Code

1. PURPOSE

This Instruction implements Section 4462 of reference (a) and Section 561 of reference
(b) by establishing policy, assigning responsibilities, and prescribing procedures to:

1.1. Encourage and assist separating Service members, Service members retiring
with 20 or more years of service, DoD civilian personnel leaving the Government, and
spouses to enter public and community service employment.

1.2. Encourage and assist Service members requesting retirement with fewer than
20 years of service to register for public and community service employment.

2. APPLICABILITY AND SCOPE

This Instruction applies to:
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2.1. The Office of the Secretary of Defense, the Military Departments, the
Chairman of the Joint Chiefs of Staff, the Unified Combatant Commands, and the
Defense Agencies (hereafter referred to collectively as “the DoD Components™). The
term "Military Services,” as used herein, refers to the Army, the Navy, the Air Force, and
the Marine Corps.

2.2. All active duty Service members and former members under Section 4462 of

reference (a), Section 561 of reference (b), and DoD civilian personnel leaving the
Government, and their spouses.

3. DEFINITIONS

Terms used in this Instruction are defined in enclosure 1.

4. POLICY
It is DoD policy that:

4.1. All separating Service members and former members shall be encouraged to
enter public or community service employment.

4.2. Service members determined to be eligible by the Secretary of their Military
Department for, and who do request retirement with fewer than 20 years of service are
required by Pub. L. No. 102-484, Section 4403 (reference (a)) to register for public and
community service employment.

4.2.1. This registration normally shall take place not earlier than 90 days
before retirement or terminal/transition leave.

4.2.2. In order to have their military retired pay and Survivor Benefit Plan base
amount (if applicable) recomputed in accordance with DoD Instruction 1340.19
(reference (c)), early retirees must be employed with a DoD-registered public and
community service organization that provides the services listed in enclosure
1, subparagraphs E1.1.4.1. through E1.1.4.12., or that coordinates the provision of
services listed in enclosure 1, subparagraphs E1.1.4.1. through E1.1.4.12.

4.3. DoD civilian personnel leaving the Government, their spouses, and spouses of
Service members who are seeking employment shall be encouraged to register for public
and community service employment.
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5. RESPONSIBILITIES

5.1. The Under Secretary of Defense for Personnel and Readiness shall:

5.1.1. Monitor compliance with this Instruction.

5.1.2. Establish policy and provide guidance on public and community service
employment.

5.1.3. Provide program information to the public on the Department of
Defense's public and community service employment program.

5.1.4. Ensure that the Director, Defense Manpower Data Center (DMDC):

5.1.4.1. Maintains the Public and Community Service Organizational
Registry.

5.1.4.2. Maintains the Public and Community Service Personnel Registry.
5.1.5. Decide the status of requests for reconsideration from employers
resubmitting their request to be included on the Public and Community Service

Organizational Registry, but whose first request was disapproved.

5.2. The Secretaries of the Military Departments shall:

5.2.1. Ensure compliance with this Instruction.

5.2.2. Encourage public and community service employment for separating
Service members, their spouses, DoD civilian personnel leaving the Government, and
their spouses.

5.2.3. Coordinate with the Under Secretary of Defense for Personnel and

Readiness before promulgating public and community service employment policies and
regulations.

6. PROCEDURES

6.1. Military personnel offices shall advise Service members desiring to apply for
early retirement that they shall register normally within 90 days of their retirement date,
for public and community service (PACS) employment, and refer them to a Transition
Assistance Program Counselor for registration.
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6.2. Personnel offices shall advise separating Service members, DoD civilian
personnel leaving the Government, and their spouses to contact a Transition Assistance
Program Counselor about PACS employment and registration.

6.3. Transition Assistance Program Counselors shall counsel separating Service
members (during preseparation counseling established by reference (d)), DoD civilian
personnel leaving the Government, and their spouses on PACS employment. Counselors
shall update into the Defense Outplacement Referral System (DORS) database Service
members requesting early retirement and other DoD personnel or spouses who request
registration. Transition Assistance Program Counselors shall use DD Form 2580,
"Operation Transition Department of Defense Outplacement Referral System/Public and
Community Service Individual Application” (enclosure 2) to register personnel for PACS
employment. In addition, Counselors shall ensure that Service members who are
requesting early retirement are advised that:

6.3.1. Registering for PACS is a requirement for consummation of their early
retirement under Pub. L. No. 102-484, Section 4403 (reference (a)) or Section 561 of
Pub. L. No. 103-160 (reference (b)).

6.3.2. Early retirees must provide a copy of their confirmation DORS mini-
resume to their servicing military personnel office for filing in their Service record before
their final retirement processing.

6.3.3. Subsequent PACS employment is encouraged, but not required.

6.3.4. Working in a Federal public service organization may subject him or her
to dual-compensation restrictions of 5 U.S.C. 5532 (reference (e)).

6.3.5. DoD-approved PACS employment qualifies the Service member who is
retired under Pub. L. No. 102-484, Section 4403 (reference (a)) or Pub. L. No. 103-160
(reference (b)) for increased retired pay effective on the first day of the first month
beginning after the date on which the member or former member attains 62 years of age.
The former Service member must have worked in DoD-approved PACS employment
between the date of early retirement and the date in which he or she would have attained
20 years of creditable service for computing retired pay, and have retired on or after
October 23, 1992 and before October 1, 1999.

6.3.6. Itis the early retiree's responsibility to ensure that the DMDC is advised
when the early retiree's PACS employment starts, and of any subsequent changes.

6.4. Military personnel offices shall ensure a copy of the confirmation DORS mini-
resume is filed in the permanent document section of the Service record of Service
members who retire early.
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6.5. The DMDC shall maintain the PACS Personnel Registry, which includes
information on the particular job skills, qualifications, and experience of registered
personnel.

6.6. The DMDC shall maintain the PACS Organizational Registry, which includes
information regarding each organization, including its location, size, types of public or
community service positions in the organization, points of contact, procedures for
applying for such positions, and a description of each position that is likely to be
available.

6.7. Public and community service organizations shall use DD Form 2581,
"Operation Transition Employer Registration™ (enclosure 3) and DD Form 2581-1,
"Public and Community Service Organization Validation” (enclosure 4) to request
registration on the PACS Organizational Registry. Instructions on how to complete the
forms and where to send them are on the forms.

6.8. The DMDC shall register those organizations meeting the definition of a public
or community service organization and include them on the PACS Organizational
Registry. For organizations that do not appear to meet the criteria, the DMDC shall refer
the request to the Transition Support and Services Directorate, Office of the Under
Secretary of Defense for Personnel and Readiness. The Transition Support and Services
Directorate may consult individually on an ad hoc basis with appropriate agencies to
determine whether or not the organization meets the validation criteria. For organizations
that are denied approval as a creditable early retirement organization and that request
reconsideration, the Transition Support and Services Directorate will forward that request
to the next higher level for a final determination. The DMDC shall advise organizations
of their status.
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7. EFFECTIVE DATE AND IMPLEMENTATION

This Instruction is effective immediately. Forward two copies of Implementing
documents to the Under Secretary of Defense for Personnel and Readiness within 120
days.

Edwin Dorn
Under Secretary of Defense for
Personnel and Readiness

Enclosures - 4
E1l. Definitions
E2. DD Form 2580
E3. DD Form 2581
E4. DD Form 2581-1
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E1l. ENCLOSURE 1

DEFINITIONS

E1.1.1. Community Service Employment. Work in nonprofit organizations that
provide or coordinate services listed in definition E1.1.4.1. through E1.1.4.12., below.
"Nonprofit" is defined as having been recognized by the Internal Revenue Service as
having a tax-exempt status under 26 U.S.C. 501(c)(3) or 501(c)(4) (reference (e)). These
organizations shall not be administered by businesses organized for profit, labor unions,
partisan political organizations, or organizations engaged in religious activities, unless
such activities are unrelated to religious instructions, worship services, or any form of
proselytization.

E1.1.2. Creditable Early Retirement Public or Community Service Employment for
Service Members. Employment in a DoD-registered public and community service
organization that provides the services listed in E1.1.4.1. through E1.1.4.12., below, or
that coordinates the provision of the services listed in E1.1.4.1. through E1.1.4.12.
Federal employment shall count toward recomputed military retirement pay and Survivor
Benefit Plan base amount for early retirees: however, working in a DoD-registered
Federal public service organization may trigger the dual-compensation restrictions of
Section 5532 of reference (e). Employment must have occurred between the date of early
retirement and the date in which the Service member would have attained 20 years of
creditable service for computing retired pay, and he or she must have retired on or after
October 23, 1992 and before October 1, 1999.

E1.1.3. Early Retirement. Retirement from active duty with at least 15 but fewer
than 20 years of service, as provided by Pub. L. No. 102-484, Section 4403 (reference

().

E1.1.4. Public and Community Service Organization. Government or private
organizations that provide or coordinate the provision of the following services:

E1.1.4.1. Elementary, secondary, or post-secondary school teaching or
administration.

E1.1.4.2. Support of teachers or school administrators.
E1.1.4.3. Law enforcement.
E1.1.4.4. Public healthcare.

E1.1.4.5. Social services.

7 ENCLOSURE 1
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E1.1.4.6. Public safety.

E1.1.4.7. Emergency relief.

E1.1.4.8. Public housing.

E1.1.4.9. Conservation.

E1.1.4.10. Environment.

E1.1.4.11. Job training.

E1.1.4.12. Other public and community service not listed above, but consistent
with or related to services described in subparagraph E1.1.4.1. through subparagraph
E1.1.4.11., above.

E1.1.5. Public Service Employment. Work in a Federal, State or local government

organization that provides or coordinates services listed in subparagraphs E1.1.4.1.
through E1.1.4.12., above.

E1.1.6. Separation. Normal separation from active duty or civil service, military
retirement with 20 or more years service, release from active military service, and
reduction in force.

E1.1.7. Transition Assistance Program Counselor. A person charged with the
responsibility of conducting transition programs. Examples include personnel assigned
to family centers, military or civilian personnel offices, unit transition counselors, and as
command career counselors.

8 ENCLOSURE 1
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E2. ENCLOSURE 2

DD FORM 2580

OPERATION TRANSITION Form Approved
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AND COMMUNITY SERVICE INDIVIDUAL APPLICATION Experes Dec 11, 1996
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E3. ENCLOSURE 3

DD FORM 2581
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OPERATION TRANSITION EMPLOYER REGISTRATION OMB No. 0704-0324

Sxmires Do 37, 1996

mﬁ:ﬂvmmnmcm—-mnnmnmmm— oo Apdmndadovis Jootoreo o L pr—
o o o

IAPIIDINS f9r Tesvong YN Burers,
\Wt 1206, Argn. vA J1014 0L, R Wasnegien, OC 2934).
PLEASE DO NOT RETURN YOUR COMPLETID FOMM TO SIYHER OF THESE ADDRESSES ABOVE.
COMPLETED FORM TO: DMDC, ATTENTION: OPERATION TRANSITION, 80X 108, FORT ORD, CA 939412100

1, ORGAMNZATION SAME AND ADORESS Untiuge $sgnt 217 Code) 2. MO”M‘:N'?NY!UWB (¥ o ¥Herent trom nem l)ll'i(ﬂﬂv-l
S-cligit P Codse)
GLAS PLY BoaTs. INC

Glbblb 1edusTR PARK  RoAbd SAmE
MALYSUILLE . WA \ 370-A080

4. EMPLOYMENT CONTACT (# GFffarent from ftem 3)

SAME
|, ERAPLOTMINT CONTACT TELEPHOE NUMBER (7 vierent from ]
oms)
{2d4s.-7840 SAME
7. FAX TELEPHONE NUMBER il. FAXROUTING ADDRESS 7
GLAS ALV PERSowmEL  Diwsio®
(123) 484~ 0981 A ! ATIN: MS. SmosT
9. NOW OIC YOU HEAR - 18, S YOUR' A (Check onel ]
& Private Sectee Employer
NEL>  EmPLoYEE . Pudblic ov Community Service Emaloper
17, TYPE3 AMD COCATIONS OF POSITIONS N LY YO BE AVAIASLE (rvefly cescrive) 1

FIBEEGLASS  LAY-UP  TECHMEIAOE, CMPBLTELS, BoAT CAPTAISS (G -Phcx®
LICEMSEN) | TEST DAWERS , MECHAMICS (BAscune, b.;c.ﬂ,) L GEAPRIC
bﬁsmpsgs MAZIVE MCmTE:TS.

2

EDURES POR APPLYING SORAVARABLE POSITIONS (Please
CALL Fae  APPUCATION AMd InFe, oM. BE PLEPARED ToO OFScmBE
THE TINPE oF JT0&8 You ALE | TED I S8 Los cAN SEOD
Nou THE RIBHT  APPLCATION Folwm !

|08 WSt 1O receive wnIOlCTed rosumes)

13a. 121 OF ORGANZATION 138, MAICR S3 ACTIVITY OF ORGANZA]
R o el ) beSiannnse WiFi ronie. ORef 0l Bah e
144, 15 YOUR ORGANTATION INVOLVED M (Check appicable |14l ARE YOUR #OSI, 14C. IS AN INVESTMINT OR FEE HECESSARY
blockty) [ T01 Comminungay_ | | Toyves | Joiwo
1) Placement Servicos (&) Franchise Operations | _ | (2) Salery anty (3) 1 YRS, SPECIFY AMOUNT
£2) Direct Markers ] £3) Camblnation of
) Mwhiewet Warketng | [ Heneotthesbore Y o0 - g€, 000
1S, AGREIMENT
1 unduratany thiy agreement covers the Use ©f Dperation Transition automatad sysiems incuding the Defense Outplacoment Aeturral

System (DOAS], the Publkc and ity Service (PACS) 404 the Tramition Bulletin Seasd (TSE). 1 hareby agree o
mmmmncsmmmhmmmnmmnnml*tlmmw-on
DORS and PACS » g fists or m-m
morketing operstions.

T centity that the intermatien provided is trwe, accwrate, 3ad compinte. | that smy o 4t moy b puns
purssant o Thie 18 U.S.C. Secian 1001,

I3 smam@ Q S/h‘g__ y ‘r‘?z‘

covnuulur USE oMLY
18, REGISTRATION NUMSBER I‘! CLERK . DATE {YYMMOO}
OU Form 2531, FEB 94 Previous eaion 13 obsorete.

12

ENCLOSURE 3



DODI 1332.37, June 29, 1994

INSTRUCTIONS FOR COMPLETING DD FORM 2581
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can answer specific questions on employment and| these activities. Specific services are avaitable. 1
iti i {if o from item 3). none of the above applies check box °5.”

14b. ARE YOUR POSITION(S)... Indicate if the
compensation for these positions is commission
only, salary only, or commission and salary
combined.

sres code and telephone numbe
organization, Please enter a direct lineor

6. EMPLOYMENT CONTACT TELEPHO 14¢c. IS AN INVESTMENY OR FEE NECESS2RY.

Enter the area code and telephone number for your i if D of the position requires a
empioymert comact {if different from item 5). Please| monetary outiay by the applicant  This indudes:
enter 3 direct line or voice mail, if available . membership fees, agency fees, start-up kits,

inventory investments, or tuition. H yes, specify the
7. FAX TELEPHONE NUMBER, Enter the area code and moug.the applicant would be expected to pay

ber of vour FAX machine.

MENT. Your signature in item 16
£ FAX ROUTING ADDRESS. Enter any additional T acceptance of the agreement in this item.
information that may be needed on the FAX cover
sheert. Pledse make certain that all iterns abave have been
compieted in their emirety. Sign and date the fyrm
4. MOW DID YOU HEAR ABOUT OPERATION! initems16and 17,

TRANSITION. List the source(s) where you first heard
about Operstion Trangition. MAIL OR FAX

FORM TO:

C
10. IS YOUR ORGANIZATION A... Check the NTION: Operation Transition
appropriaste box: a. Private Sector employers are those
who operate on a “for profit” basis. b. Public Service
Employers are local, state, or federal governmental
entities. C ity Service Empioyers are centified
non-profit organizations or associations.

11. TYPES AND LOCATIONS OF POSITIONS IN
ORGANIZATION LIKELY YO BE AVAILABLE. Briefly
describe the positions {job types or tities) and the
tocation of the positions which may be available for
employment referrals.

DD form 581, [35] 94|§ACK)
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DD FORM 2581-1

PUBUC AND COMMUNITY SERVICE ORGANIZATION VALIDATION

Form Approved
OMB No. 0708-0324
31, 1996

Washwngton, D 29503

COMPLETED FORM TO: DMOC, ATTN: OPERA'

u.uu m RETURN YOUR COMPLETED mn 0 ¢ trmu OF THESE AOORESSES ABOVE.

TION TRANSITION, BOX 100, FORT OAD, CA § 99410108

SHeAAC LARE ELEMEL TARY SCHool,
13- POINT Df CONTACT FOR GRGANIZATION i

2 ADOREIS OF ORGANIZATION fincluche RoomrSure Nome? +7G 5. |

et 2P Code)
78 LAKE FLowWwER AWUSOE
SARAVAL LAKE, Py

cARoL &
o 12983- 0009

¥ | » surroarorn SEcoNDARY, ONDARY SCHOOL ORSCHOOL

& SOCIAL SERVICES 6. PUSLIC HEALTH CARE . LAW ENFORCYMENT

1. rususc HOUING y sareTy A CONSERVATION

L EMERGENCY MANAGEMENT ‘U T k. JO8 TRAMNG

& "mmiﬁﬁm“m llwmuﬂ“ﬂmlmvmmm
PUNCTIONS.
Pt

S—
7. TYPE OF SERVICE

& PURC (Federy!, Sate. or Local Govemement - 90 © em &)

Y fon

(Y5

o pate

D)
<

"

MLIC SERVICE NEADQUARTERS AGENCY

SARAVAL LAKE SCHoot. disTmicT
iISeS PETEmA  AVBBOS

SAeALAL LAKE , MY 1298 3= /p00

§.
3. ORGANIZATION NAME ARD ADORESS (inciude 3-chprt 24P Coole) %‘;mmmmwﬁlwﬁﬁ

M. E'TA OFRCEL. SUPERITENDEST
r-TlLEPIIDIlWOOIWGFMmmAmCm)

N (a2 o

9. COMMUNITY SERVICE / NON-PROMT ORGANIZATION

L ns st Qi n-a-w

& copy of

TMPORTANT: mm.mumnuw- =
nats, Al indude mmlm migsion stetement, acjether
Combined

ml yout

Way,

decumentation of ke
ln-dbnn'"um%m arsocistion.
3. AFFRIATE MAME ARD ADORESS (nckude 3-chgit 2P Code) 1!. mnulirﬁﬁ AND/

¢ TELEPHONE NUMBER FOR POINT OF CONTACT (inciude Ares Code]

10. AGRECMENT \
d pr 22 pes the Caparement of bl @ Public and C: Sprvi
. Tabisha A s o .
nunhummmunmmvu«»m the infermation previded is true, and [
pur w'rm-uu.u.m!m *
L WAME AN TITLE (Freare prin or type] ﬁ?wn - rﬁ'\'—r'#uTm»~
cakolL.  O'Gaen O Y 06 67

D Form 2581-1, FEBS4
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INSTRUCTIONS FOR COMPLETING DO FORM 2581-1 _l

ty information to be used 1o certify an
1~ zhe Public and Commuuny Service
¢ the provisions of Section

ace defloed as federal,

Community servite orumnuom are no r‘;n'oﬂl.
orgunizations or associations which provide or coor
the delivery of services in tlu pnblxe m%\'"n

Organizations afliliatedwith the nne
Combined Federal Camg prempv.my qualify Is

community service orgaoi
Ornniudm involfed\id Lhe following ccuvmes
will noc ) service
organiza m
(1) Businesses organized for profit;
(2) Labor unions;

(3) Partisan politicai organisations: and

(4) Orgunizations engaged in religious
neé ities, uniess ‘w%h etiviti g are

unrel to religious P
services, of any form of pr
Public Law 102-484 aiso provids eertain
m-nben of the ces retiting farly from
active duty receive tional military Qredits
by worlung in pnblic or com ni{ vice
organizations. To re e this e e's
ion -on be on, du Public and

]
E?mmm’ ”mgyamw and have a3
its primary fuu}mmﬂ' one or more of the following
ioe of public service;

a. Elementary, :ﬁo@q, or mu:.::?.

-2

. Support of o:le’l.m'nt,nyle ucondn;y'
Mﬁﬂ;uoo g of school
c. Socis! services
d. Publicheelthenre
e. Lawenforcemant
f. Public housing
g Publicsafety
h. Cooservation
i. Emergency management
j. Environment
k. Jobtraining
ALLITEMS MUST BE COMPLETED

1. NAME OF omnumon Printor type the name of
sour organization, Please de gpecific. For example, if the
uplrtmmt of the city of Onkdale i3 re

i Police o reEieine:
a o t (1] ¢ organization
:‘ns:tem.nr th: ltyofm o ¢ !

2. ADDRESS OF ORGA'JMIAHON Erlldr.elr k!he lddm: of
O org:umnon AXAC A8 you woul 1K@ It

gn ;ftfotmbon mailed to 4 ynuw Please avoid P. O
when possible.

oxes

POINT OF CONTACT FOR ORGANIZATION. Provide '
lbe name and job title of & p!mn who can answer
specific questions about the organization.

4, Pomr OF CON‘I’ACT ‘I’ELEPI'IONE NUMBER, Znter

ares code and for the point of
conuc: Please enl.lr a d:.rect line or voice mail
exteasion if available.

5. PRIMARY SEIVICE CATEGOIV (IES).  Select the
cavegory that the core mission of your
ommnnon or dzpurtmem. If you provide pn mary
n two or more of the categories, sele:t a
npphnbne ca!uones As discussed above. the
organization’s pmury functions must be in 0ne or
more of the iisted e?ot:mm (5a - 5k) for 2 miiitar
retizee to be eligible for additiona! retirement crecit, If
gourpnm-ryumelw is not listed, go to ltem

6. ORGANIZATION FUNCTIONS. If m&m‘ﬁm&u
gk.mydmribt ?\mﬂ.wnm et

7. TYPE ,OF S!IWCE. Indicate wh:yuur ro:r

or commurnity service y
w lock. Pubiic service refers to
state, locnl Eovorument organizations or
lgenags Commnnity service refers to cert.fiod

8. PUBLIC SERVICE HEADQUARTERS AGENCY. If public

service, grolec‘_h the nunhe ml address of the
, to whic! iza tion
mupwts. inclide l.hnymmo, ;ob um, 1;? |pho‘m
aumber of & who specific questions
about the headquarte:

. COMMHH}{TV SERVICE / NON-PRCFIY
. If & community service organization,
y % the IRS of D'Wﬂilﬁguﬂl'
tax-exempt SLatus. mmunit reice

?gu o will ROT be q: thout {he Letter
Dlurﬂumuon Also melud. a copy of your
s enausl report or m-uon temen . or
ot.h-r 8 shout m's

the name and address of the orgunization,
Fary o, o pam A whieh
..‘.':’.:mmr:,!m, mob e, ."fm

BeaSquarters affhate,

™ 1

10. AGIEE ENT. Cmpkhan of this mection ltnj a
w’ attests
0 the 'uumy 's gafuracy Pk Mail
or fax the form to:

JEBE operaTION TRANSITION

Fr.Ord, CA $3941-0100

FAX: (408)656-2132
Please call the Defense

ower Data Cen er

(OMDCY frelp Desk a2 184 028 377 betwean the
hours of 6 AM and 6§ PM P 1me if you h:ve
quemonsorneenussx:unee thu pem.

C ice ol to
attach & topy oi mm'ﬁ{s Lgm of Dmrmuuu m
and an annuai report or mission stetement.

DD Form 2581-1, FEB 94 (BACK)
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